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Take your VITA/TCE training online at www.irs.gov (keyword: Link 
& Learn Taxes). Link to the Practice Lab to gain experience using 
tax software and take the certification test online, with immediate 
scoring and feedback.

2014 Returns



How to Get Technical Updates?
Updates to the volunteer training materials will be contained in Publication 4491X, VITA/TCE Training 
Supplement. To access this publication, in the upper right hand corner of www.irs.gov, type in “Pub 4491X” in 
the search field.

During the tax season Volunteer Tax Alerts will be issued periodically. Type “volunteer alerts”, in the search 
field to access all tax alerts.

Volunteer Standards of Conduct

VITA/TCE Programs
The mission of the VITA/TCE return preparation programs is to assist eligible taxpayers in satisfying 
their tax responsibilities by providing free tax return preparation. To establish the greatest degree of 
public trust, volunteers are required to maintain the highest standards of ethical conduct and provide 
quality service.

All VITA/TCE volunteers (whether paid or unpaid workers) must complete the Volunteer Standards of 
Conduct Training, and sign Form 13615, Volunteer Standards of Conduct Agreement, prior to working 
at a VITA/TCE site. In addition, return preparers, quality reviewers, and VITA/TCE tax law instructors 
must certify in tax law prior to signing this form. This form is not valid until the site coordinator, 
sponsoring partner, instructor, or IRS contact confirms the volunteer’s identity and signs and dates  
the form.

As a volunteer in the VITA/TCE Programs, you must:

1.	Follow the Quality Site Requirements (QSR).
2.	Not accept payment or solicit donations for federal or state tax return preparation.
3.	Not solicit business from taxpayers you assist or use the knowledge you gained (their 

information) about them for any direct or indirect personal benefit for you or any other specific 
individual.

4.	Not knowingly prepare false returns.
5.	Not engage in criminal, infamous, dishonest, notoriously disgraceful conduct, or any other 

conduct deemed to have a negative effect on the VITA/TCE Programs.
6.	Treat all taxpayers in a professional, courteous, and respectful manner.

Failure to comply with these standards could result in, but is not limited to, the following:

•	 Your removal from all VITA/TCE Programs;
•	 Inclusion in the IRS Volunteer Registry to bar future VITA/TCE activity indefinitely;
•	 Deactivation of your sponsoring partner’s site VITA/TCE EFIN (electronic filing ID number);
•	 Removal of all IRS products, supplies, loaned equipment, and taxpayer information from your 

site;
•	 Termination of your sponsoring organization’s partnership with the IRS;
•	 Termination of grant funds from the IRS to your sponsoring partner; and
•	 Referral of your conduct for potential TIGTA and criminal investigations.

TaxWise® is a copyrighted software program owned by CCH Small Firm Services (CCH). All screen shots 
that appear throughout the official Volunteer Income Tax Assistance (VITA) and Tax Counseling for the Elderly 
(TCE) training materials are used with the permission of CCH. The screen shots used in this publication—or 
any other screen shots from TaxWise® or its affiliated programs—may not be extracted, copied, or distributed 
without written approval from the IRS SPEC Office of Products, Systems, & Analysis.

Confidentiality Statement:
All tax information you receive from taxpayers in your VOLUNTEER capacity is strictly confidential and should 
not, under any circumstances, be disclosed to unauthorized individuals.
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Instructions 

The purpose of the following five examples is to give volunteers an opportunity to practice 
completing forms and worksheets associated with the new Affordable Care Act (ACA) tax 
provisions. Adequate information is provided to prepare simple tax returns with various health 
insurance coverage scenarios that you may encounter. Following each scenario are screen shots 
from the tax preparation software that will allow you to check your work.  
 
As in the volunteer test and workbook, all taxpayer names, addresses and social security 
numbers provided in the scenarios are fictitious. When entering Social Security numbers (SSNs), 
replace the Xs with your unique User ID (in Practice Lab) or, if using other forms of the 
software, replace the Xs as directed. Use your city, state, and ZIP code when completing any 
forms. For the purposes of the premium tax credit calculations on Form 8962, use “Other 48 
states and DC” so your calculations will match the provided answers. 
 
Example 1 – Taxpayer with Minimum Essential Coverage 

 Greg Clayton is single with no dependents. No one can claim him as a dependent. 

 His SSN is 621‐XX‐XXXX 

 Greg has health insurance coverage through a plan offered by his employer. The employer 

withholds Greg’s share of the insurance premium pretax from his paycheck each week. 

 Greg’s W‐2 shows the following: 

o Box 1 = $38,000  

o Box 2, $3,800 

o Box 12, $3,640 with code DD  

 The taxpayer’s identity and Social Security card were checked. 

Directions:  Start a new return using Practice Lab, TWO or TW Desktop. Complete the Main Info sheet 

and Form W‐2 using the information provided in the interview notes above and the intake sheet 

excerpts below. Allow TaxWise to calculate all other entries for the W‐2. Complete the volunteer 

sections of the intake sheet. Then complete the following steps: 

1. Complete 1040 ACA Wkt 

2. Compare your result to the screen shots on the following pages 
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Greg’s intake sheet, page 2 is below (all other entries on this page are marked “No”): 

 

Greg’s intake sheet, page 3: 
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Step 1 Result: 

Confirm with Greg that he had MEC all year, and indicate this on Part VI of his intake sheet: 

 

Greg’s completed Affordable Care Act Worksheet (1040 ACA Wkt) is shown below. Because he had 

minimum essential coverage all year purchased through his employer, check only the “Full” box.  

 

The software will check the “Full‐year coverage” box to indicate that everyone on the tax return had 

insurance all year. 
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Example 2 ‐ Premium Tax Credit with Advance Payments 

 Sheryl Graves has two children she claims as dependents, Trina and Travis, who live with her all 

year.  She divorced in 2010. Sheryl pays all the costs of keeping up the home. Their SSNs are: 

o Sheryl – 605‐XX‐XXXX 

o Trina – 606‐XX‐XXXX 

o Travis – 607‐XX‐XXXX 

 Sheryl’s mother, Monique Floyd, also lives with her. Sheryl provides over half of Monique’s 

support and claims her as a dependent.  Monique’s SSN is 608‐XX‐XXXX. Her only income for 

2014 is $4,500 received from Social Security and she was covered by Medicare. 

 Sheryl’s Form W‐2 box 1 amount is $36,429; W‐2 box 2 is $1,026. She had no other income or 

deductions. 

 Sheryl’s employer does not offer health insurance coverage. She purchased minimum essential 

coverage for herself and her children through the Marketplace. They were covered for the 

entire year. Sheryl received advance payments towards her insurance premiums. 

 Excerpts of Sheryl’s Form 13614‐C and her Form 1095‐A are shown below. The taxpayer’s 

identity and all Social Security cards were checked.  

Directions:  Start a new return using Practice Lab, TWO or TW Desktop. Complete the Main Info sheet 

and Form W‐2 using the information provided in the interview notes above and the forms below. Allow 

TaxWise to calculate all other entries for the W‐2, child tax credit and EIC. Complete the volunteer 

sections of the intake sheet. Then complete the following steps: 

1. Complete 1040 ACA Wkt 

2. Complete Form 8962 

3. Compare your result to the screen shots on the following pages 
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Sheryl’s intake sheet, page 2 (all other entries are checked “No”): 

 

 

Sheryl’s intake sheet, page 3: 
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Step 1 Result: 

Complete the volunteer section of Sheryl’s intake sheet on page 1: 

 

Complete Part VI of Sheryl’s intake sheet after confirming her insurance coverage: 

 

Sheryl’s completed Affordable Care Act Worksheet (1040 ACA Wkt) is shown below. Because Sheryl, 

Trina, Travis all had minimum essential coverage all year purchased through the Marketplace, check 

both the “Full” and the “Mkt” box for each of them. Monique had minimum essential coverage that was 

not purchased through the Marketplace, so only the “Full” box is checked for her. The boxes that 

indicate Trina and Travis are under age 18 are a calculated entry in Practice Lab and populate 

automatically. 
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The software will check the “Full‐year coverage” box to indicate that everyone on the tax return had 

insurance all year.

 

Step 2 Result: See Sheryl’s completed Form 8962 below.  

You do not need to enter an amount on line 2b because none of Sheryl’s dependents were required to 

file a return.
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Sheryl’s net premium tax credit carries over to her Form 1040, page 2.  
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Example 3 ‐ Premium Tax Credit with Advance Payments 

 Charles and Shay Baldwin are married with two dependent children, Nathaniel and Karly, who 

live with them all year.  Their SSNs are: 

o Charles – 609‐XX‐XXXX 

o Shay – 610‐XX‐XXXX 

o Nathaniel – 611‐XX‐XXXX 

o Karly – 612‐XX‐XXXX 

 For 2014, Charles’ Form W‐2 box 1 is $33,500, box 2 is $1,820. Shay’s W‐2 shows $17,750 in box 

1 and $1,153 in box 2. 

 Charles’ and Shay’s employers do not offer health insurance coverage. In early March, Charles 

enrolled in a plan through the Marketplace that covered him, Shay, and both children with an 

effective date of April 1, 2014. He selected the second lowest cost silver plan. They received 

advance payments. During the year, Charles received an unexpected raise in pay. They did not 

notify the Marketplace. 

 Excerpts of their Form 13614‐C and their Form 1095‐A are shown below. The taxpayers’ 

identities and all Social Security cards were checked.  

Directions:  Start a new return using Practice Lab, TWO or TW Desktop. Complete the Main Info 

sheet and Forms W‐2 using the information provided in the interview notes above and the forms 

below. Allow TaxWise to calculate all other entries for the W‐2, child tax credit and EIC. Complete 

the volunteer portions of the intake sheet. Then complete the following steps: 

1. Complete 1040 ACA Wkt 

2. Complete Form 8965 

3. Complete Form 8962 

4. Compare your result to the screen shots on the following pages 
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The Baldwins’ intake sheet, page 2 (all other entries on this page are checked “No”): 

 
Page 3 of the intake sheet: 
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Step 1 Result 

Complete the volunteer section of the Baldwins’ intake sheet, Part II: 

 

Complete the volunteer section of the Baldwins’ intake sheet, Part VI: 

 

Charles and Shay’s completed Affordable Care Act Worksheet (1040 ACA Wkt) is shown below. Because 

Charles, Shay, Nathaniel and Karly all had minimum essential coverage purchased through the 

Marketplace from April through December, and they qualify for an exemption for January, February and 

March, check both the “Mkt” and “Exm” boxes for each of them. Since there is no shared responsibility 

to calculate, do not check any other boxes. The boxes that indicate Nathaniel and Karly are under age 18 

are a calculated entry in Practice Lab and populate automatically. 

 

Step 2 Result: The Form 8965 Instructions contain a list of coverage exemptions and descriptions. Each 
member of the family can claim a coverage exemption for a gap in coverage at the beginning of 2014 
because they enrolled in coverage through the Marketplace which started on or before May 1, 2014. 
Use code G for this coverage exemption type. See Part II of the Baldwin’s completed Form 8965: 
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Step 3 Result: See Parts 1, 2 and 3 of Charles and Shay’s completed Form 8962 below. 
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The excess advance premium credit amount carries over to Charles and Shay’s Form 1040, page 2. 

 

The “Full‐year coverage” box is not checked. 

 

This is an opportunity to educate the taxpayers about the Marketplace. For more information, you may 

refer them to IRS Publication 5152, Report changes to the Marketplace as they happen. 
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Example 4 ‐ Coverage Exemptions  

 Susan and Lee Parks are married and file a joint return for 2014.  

 They have two children, Elizabeth and Emilee, whom they claim as dependents on their return.  

 Susan’s W‐2 box 1 amount is $26,880, box 2 is $2,000. Lee’s W‐2 box 1 amount is $27,000, and 
box 2 is $2,700. Neither they nor their children have any other income. 

 Their Social Security numbers are: 
o Lee:  613‐XX‐XXXX 
o Susan:  614‐XX‐XXXX 
o Elizabeth:  615‐XX‐XXXX 
o Emilee:  616‐XX‐XXXX 

 Lee’s employer did not offer health insurance coverage for 2014. 

 Susan purchased self‐only coverage under a plan offered by her employer. Susan’s share of the 
premiums was $3,120 for the year, which was deducted pre‐tax from her salary. 

 Susan had the option to purchase family coverage under an insurance plan offered by her 
employer which would have covered Susan, Lee, Elizabeth, and Emilee, at a cost of $13,140. 
Susan and Lee could not afford this plan. Lee, Elizabeth and Emilee did not have health 
insurance coverage all year. 

 Excerpts of their Form 13614‐C is shown below. The taxpayers’ identities and all Social Security 

cards were checked.  

Directions:  Start a new return using Practice Lab or TWO. Complete the Main Info sheet and Forms 

W‐2 using the information provided in the interview notes above and the intake sheet below. Allow 

TaxWise to calculate all other entries for the W‐2, child tax credit and EIC. Complete the volunteer 

sections of the intake sheet. Then complete the following steps: 

1. Using the Affordability Worksheet from the Instructions for Form 8965, determine if Lee, 

Elizabeth or Emilee can claim a coverage exemption. 

2. Complete 1040 ACA Wkt 

3. Complete Form 8965 

4. Compare your result to the screen shots on the following pages 
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Page 2 of the Parks’ intake sheet is shown here (all other entries on this page are marked “No”): 

 

Page 3 of the Parks’ intake sheet: 
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Step 1 Result: 

Complete the volunteer section on page 1 of the intake sheet: 

 

Susan had coverage all year so you do not need to determine if it was affordable. Next, determine if the 

coverage available to Lee, Elizabeth and Emilee is considered unaffordable.  

For purposes of determining whether this coverage exemption applies, increase household income by 

the amount that Susan’s wages were reduced to pay the premiums for employer‐sponsored coverage (a 

salary reduction arrangement). ($53,880 + $3,120 = $57,000) 

The required contribution for Lee, Elizabeth, and Emilee is Susan's share of the cost for family coverage 

($13,140/12=$1,095 per month), which is more than 8% of their household income ($57,000 x .08 

=$4,560; $4,560/12=$380 per month). As a result, Lee, Elizabeth, and Emilee are eligible for the 

exemption for unaffordable coverage for 2014. Their Affordability Worksheet is completed below: 
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After you determine that the taxpayers are eligible for a coverage exemption, complete the volunteer 

section of the Part VI on the intake sheet: 

 

Step 2 Result: 

Susan and Lee’s completed Affordable Care Act Worksheet (1040 ACA Wkt) is shown below. Because 

Susan had minimum essential coverage all year, check the “Full” box. Because Lee, Elizabeth and Emilee 

are able to claim a coverage exemption, check only the “Exm” box. The boxes that indicate Elizabeth and 

Emilee are under age 18 are a calculated entry in Practice Lab and populate automatically. 

 

Step 3 Result: 

Complete Form 8965 Part III to claim coverage exemptions for Lee, Elizabeth and Emilee on the tax 

return. 
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The “Full‐year coverage” box is not checked. 

 

This is an opportunity to educate the taxpayers about the Marketplace. For more information, you may 

refer them to IRS Publications 5156, Facts about the Individual Shared Responsibility Provision, and Pub 

5121, Need help paying for health insurance premiums? 
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Example 5 ‐ Shared Responsibility Payment  

 Edward and Julia Fulton are married and file a joint return. Their SSNs are: 
o Edward – 617‐XX‐XXXX 
o Julia – 618‐XX‐XXXX 

 Neither had minimum essential coverage for any month during 2014 and they do not qualify for 
a coverage exemption.  

 Edward’s W‐2 box 1 amount is $40,000 and box 2 is $5,000. Julia’s W‐2 shows $17,000 in box 1 
and $0 in box 2. Neither Edward nor Julia has any other income.  

 

Directions:  Start a new return using Practice Lab or TWO. Complete the Main Info sheet and Forms W‐2 

using the information provided in the interview notes above and the intake sheet excerpts below. Allow 

TaxWise to calculate all other entries for the W‐2. Complete the volunteer sections of the intake sheet. 

Then complete the following steps: 

1. Complete 1040 ACA Wkt 

2. Compare your result to the screen shots on the following pages 
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All other entries on page 2 of the intake sheet are marked “No.” 
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Step 1 Result: 

Complete the volunteer section of Part VI of Edward and Julia’s intake sheet: 

 

Edward and Julia’s completed Affordable Care Act Worksheet (1040Wkt8) is shown below. Neither of 

them had minimum essential coverage for any month, so you must check the “None” box for both 

taxpayers.  

 

 

 

The shared responsibility payment calculated above will carry over to Edward and Julia’s Form 1040, 

page 2, shown below: 
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Link & Learn Taxes is web-based training designed specifically for VITA/TCE volunteers. Each volunteer’s 
ability to prepare complete and accurate returns is vital to the credibility and integrity of the program. Link & 
Learn Taxes, as part of the complete volunteer training kit, provides the path to achieving this high level of 
quality service.

Link & Learn Taxes and the printed technical training kit, Publication 4480, work together to help volunteers 
learn and practice.

Link & Learn Taxes for 2014 includes:

•	 Access to all VITA/TCE courses

•	 Easy identification of the VITA/TCE courses with the course icons

•	 As you progress through a lesson, the content for Basic, Advanced, Military, or International will 
display, depending on the level of certification you selected

•	 PowerPoint presentations that can be customized to fit your classroom needs

•	 VITA/TCE Central to provide centralized access for training materials and reference links

•	 The Practice Lab

•	 Gives volunteers practice with an early version of the IRS-provided tax preparation software

•	 Lets volunteers complete workbook problems from Publication 4491W

•	 Lets volunteers prepare test scenario returns for the test/retest

Link & Learn Taxes

Go to www.irs.gov, type “Link & Learn” in the Keyword 
field and click Search. You’ll find a detailed overview and 
links to the courses.

FSA (Facilitated Self Assistance) empowers taxpayers to prepare their own return with the assistance of a 
certified volunteer. Taxpayers complete their own return using interview-based software supplied by leaders in 
the tax preparation industry. Volunteers assist taxpayers with tax law and software questions.

Virtual VITA allows partners to initiate the intake process for taxpayers in one location, while utilizing a 
certified volunteer to prepare the return in an entirely different location. By incorporating this flexibility, 
partners can provide taxpayers with more convenient locations to file their taxes.

For more information contact your SPEC Relationship Manager to see if you should start a FSA or 
Virtual VITA site in your community.



Your online resource for volunteer 
and taxpayer assistance

The Volunteer Resource Center
(Keyword: Volunteer Resource Center)

•	 Hot topics for volunteers and partners
•	 Site Coordinator’s Corner
•	 Volunteer Tax Alerts
•	 Volunteer Training Resources
•	 EITC Information for Partners
•	 e-file Materials and Outreach Products

Tax Information for Individuals
(Keyword: Individuals)

•	 1040 Central (What’s new this filing season)
•	 Where’s My Refund
•	 EITC Assistant - Available in English and Spanish
•	 Tax Trails for answers to common tax questions
•	 Alternative Minimum Tax (AMT) Assistant
•	 Interactive Tax Assistant (ITA)

and much more!

Your direct link to tax information 24/7

www.irs.gov
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